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ety I:zg;mmg the Writing Abillity of A
Twough Pablished Guides

W imrove the wriding sbility and cﬁmmdema techniques
of Agency porsonnel,

2., ASSURPTIOM:

hat the Agency desirves to Leprove the abilities of its people
whenever possible, provided the cosi and time required is ressonsble,

3. PACTS BEARIBG ON THE PROBIEM2
2. iur writiags sre mubstendard, ({Appendices A sad 1)

be (ur wrlting wesknesses canniot be readlly recognized or correcled,
Lg have nel ther standerds for evalusting our wriling, nor gulides te
irprove 1%,

e, ‘he value of g}nhlﬁ.simﬁ raldes is recomized by many Federal
agencien, (Appendices O, D, £, and F)

¢, Our people have expressed a desire for gimllar guldes.
{2ppendix A)

. Improving the guality of Agency wrilings is & phase of the
Correspondence Manazesent Progran, (Appendiz &)

£, ‘e cost in staff sslaries io develop the proposed zuldes cannot
he isolated from tolal salary expenses of the uam'&agmmiam:e Hanagenent
Program. Facets of the Program ave interrelated, Developing one pro-
duces material for aotber, The coat of printing and ieming material,
however, will be spproxinately 5800 the first yesr, and $300 each year
theresf ter,

2. ‘e guldes wlll be developed by
m of e Uenersl Services DIflce, Diedr sperience and eduw
cat ackororyls fully qualify them for the iagk,

1‘!\. L’I Audt \ i} gﬁ&%i 3

g, he weiiing stenderds of ondy ten years ago are oubmoded.
2Gobbledypoolt, " "Federalese," excess verblaze, and flowery pluases
are oub of nlace. They conflict with rodern business praciices,
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stromlining 1g now the order, Ilowover, nany of our neople Lnve nob
susaned o ib, Ve see exxyles of this avery day--in regulations,
correspondence, raporis, staff atudlos, and other writinga, in
awekendng im neocdell}

B It rdpght be ssked, ™hy not use the malerial of other azericiegg
their prblicetions seen %0 be excolleni?” Vo agree, ihe rajorily srel
Howover, ey do ol bring the problem home. They do not, and camod,
ghou by exarple whare in paridoular the writings of ihis Agency sre
often below modesn standerds, ‘e can point oat eur needs convinelagly
only by illustraliog gpeciflc Agency Seficianclen,

¢. In corresondenco manepement, cne does nol gonslder the techrigques
of effective writing apeart from other Pacels of the progran, fopendix G
ie 8 brief on our Uorrespondence Panagoment Progra, e widerscored and
starred passages voprasent sapects of correspondece uanagensat dealing
with the immroverent of welting techniques, Ramoving those would leave a
groal vold In what we congller @ welierounded offective progran,

d, Ve have fourd exzrmles of gramnatical errors in Agency writings.
Howevar, he50 are nob our majer congern, e ave shriving for stremiined
restable welting, J4ds to zrermaticslly corrsct wrdting are weill provided
for in the proposed Shenogrepherte snd uistie Gaide Belap devolosed by
the Office of Nainifis, OuT propossd puides ibererore will not contadn
materizl on promsar, puwictaetlon, caplimlisation, nnderscoring, and o they
sirdler Tundaasntals

@, ‘ie propose ‘o relssse text ralerial on & well-plamned basis in
a serios of waclagsified informational sheeds, Interest will e aroused
theouzh the ueg of fliers and posters, Fech of these will aleo caxvy 2
positive messane for improving our wriling ov strexilining corraspondence,
Tessunances #ill be punched for loose«leaf binding; & covew will be provided
with the fipst rolense, We feel that this method will encourass reciplente

to saserble the suldes into corplete manualz, ‘e Farther beliove ihat the
series petod will casure contimuing interest and will appedl ‘o #hose Who

ave reluctant o peruse a single woluminons ftext,

£, Develognent of the proposed mides will De coordinated wid: ihe
affice of TDralalng.

5. COHCTUSION:
Tat the Agency will benefit materislly by providing its emloyecs
with guidos to effective weiting, e program is nseded and desirec,

Ten cont dhould be vecsouped many Hnes over thovazh the lwproved aualily
of ipency writings, sl the Jenerzl {rprovenent of CIA persoanel,
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& DAY TIPSR el p et ey,
D AOEDUYD TPCHRUSRIOIEDy

et the chief, Seneral “ervices Hflee, o sulnrised ' develon
the wriling guldes destribed in thde PEDET .

SIEHED

Blely Oenmersl ‘errices PPice
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Ampendix i, lowlouariters< ide "ell %o letersine the Agensyts leeds
for Published Ouides on the Techniques of triting,

Aopendix 3, xtrects frem igeney vrdiings,

fovendtia O, "Oelidng Your Ideas 4oress heough vl g

Avpeniix D,  “dolbileede-look op Mlain TR -

Ependdix T, Slisnspement Uwegvas fopr ireaalining Jorressondencs,

fvpendlx ¥, "iffpctive Letbers,

fppanddix G, "Your Corressondense camagement Proprateelts des and
fow Aooosplished,®

SRETPTICT LS el gty
SRRy

SETHED
VAT BAIRD
Mrector of Fraining

Avtion by Aporoving suthorlty:

Approveds Dates
Disapproveds 7 Feb 5},

While I do not guestion the desirability

of improving "the writing ability and (Signed)
correspondence techniques of Agency per- L, ¥, WD
sonnel", I do not consider that this satdng Despter Tdreetu
is a proper function of the General {admtinigtration)
Services Office. I am therefore dig-

approving the recommendations and forwarding

a copy of the study to the Director of Training

for such action as he deems appropriate.

L, XK. W.
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